Spreadsheet 1 Checklist

Please use this checklist to monitor yourself throughout the training.  Before beginning, please go down the “Pre” column and check each Spreadsheet 1 skill, which you have already mastered.  At the end of the training, check the skills you have in the “Post” column.

	
	Pre
	Post

	Define Spreadsheet
	
	

	Define Column
	
	

	Define Row
	
	

	Define Cell
	
	

	File:
	
	

	  Save Spreadsheet
	
	

	Edit:
	
	

	  Copy & Paste Function
	
	

	Format:
	
	

	  Select type of data
	
	

	  Change column width
	
	

	  Change row height
	
	

	  Select font
	
	

	  Select size
	
	

	  Select style
	
	

	Calculate:
	
	

	  Use Fill Down to copy formulas
	
	

	Shortcut:
	
	

	  Select font
	
	

	  Select size
	
	

	  Select style
	
	


